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% EPA Portal Portal Help

QUICK REFERENCE GUIDE Understanding Basic Portal Functionality

Each portlet, excepiraffic and News, must include either &how Info button or Portlet
Purpose Description. This information is meanpravide users with an explanation of
what the portlet does and how it is to be used.

How do | Access M ore I nformation?

The Show Infoicon is used when a single portlet contains mudtlpiks to different
resources. Thg&how Info link, located in the title bar of the portlet (d&gure 1),

displays the relevant information for that portlEtis option is not available for all
portlets. Other portlets may display a Portletddge Descriptions, described in the next
section.

1. Click Show Info, or ‘@* icon, is located in the title bar of dmaportlet. The
information for that portlet is displayed in a nbvowser.

2. To close the new browser, press Alt + F4 or clitése at the top right corner of
your browser.

How do | Usethe Portlet Purpose Description?

The Portlet Purpose Descriptions are placed dyrectlportlets where the portlet is
accessing a single resource. The Portlet Purpeseription is a brief description;
usually no more than a sentence or two in lengtt, describes the portlet and its
purpose. It is displayed directly under the titfehe portlet (see Figure 1). For example,
in theAir Explorer portlet, directly under the title, you can readir‘Explorer accesses
ambient concentration data from EPA’s Air Qualitysem (AQS) allowing users to
generate maps, graphs, and data tables dynamicaltys option is not available for all
portlets. Other portlets may hav&mw Info link, described in the previous section.

What isthe Purpose of the L eft Navigation Bar ?

The left navigation bar includes links to differemeas within the Portal. The navigation
bar includes a link t®ortal Search followed by General pages links and Program Office
page links. The left navigation bar (see Figuresihe same regardless of which page
you are currently viewing. However, the Manageniames are not visible to all users —
only the users who have access to the ManagemgasPa

1. To use the left navigation bar, click the apprajgrigage link whenever you desire
to go to that page. For example, if you would lieyo to theAtmospheric
Conditions Page, clickAtmospheric Conditions on the left navigation bar.
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2. When you would like to search the Portal, click Search ” % " icon or click
Search at the top of the left navigation bar. This wilke you to a page allowing
you to search the Portal.

w, Welcome to the EPA Portal
i John Doe
Pending Access Requests | Request Access to a Community | Persenalize Your Portal | : urlal In“: : |  Logout
| - - .
Q search | Reference Library Left Na\/|ga’[|on Bar

L]
fi General Pages The Reference Library Page provi cress o teference materials including news resources, journal articles, regulatory documents,
My Page policy and guidanc e Refarence Library Page also allows you to access the Portal site map that displays the Portal offerings (e.9.,

appli = . reports, an.d information sources) organized by the functional categories and subcategories that describie the types of content
EPA Emplovee Page Offering contains.

Team Resources

Reference Library Site Map Page Link T Reference Library Favorites T

Ty Geospatial pages Find tems inthe EP& Portal organized by category. » Add Mew Favorites

Geodata Gateway

Site Map
E; Air Analysis Pages f

Reference Library Resources

Etmospheric Conditions Stiow Info €9

EPA O aline Library System (OLS)

Chemicals Poliutants & Providgl access to EPA's Library Metwork. OLS congists of several Clean Air Act
Risk relstefl databases that can be used to locste books, repotts, and Continuity of Operations Plan
Facilitics, Permits & audhvisual materials on a variety of topics ColbaiFedes atiiennlitions
Compli
= R Collective Bargaining Agreements
Source and Facility
Emissions d Draft Report on the Environment
Federal Register (GPO Access
Portlet Purpose e Show Inf =
it ow Info button
Description

|GAOREnDrts
Figure 1. Show Info Link, Portlet Purpose Description, and L eft Navigation Bar

M aximize/M inimize a Portlet

Maximizing and/or minimizing a portlet allows yon $ee the portlet in “full”
(maximized) or in “shrink” (minimized) mode. Theoits and their definitions are listed
below:

- “E’ Minimize or collapse
. “E" Maximize or restore

How do | Loginto the Portal?
To log into the Portal, enter your User Name anss®ard on the Login screen and click
Login.

How do | L og off of the Portal?

To log-out, or sign-off, of the Portal, clitlog-out at anytime on any page. Theg-out
button is always displayed at the top right cowfahe page, regardless of which page
you are currently viewing.
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Who to Contact with Questions/Help?

For questions, concerns, or help, clidédntact Us on the footer of every page (see Figure
2) or contact the EPA Customer Support Centepatallcenter@epa.gov call
1-866-411-4EPA.

Welcome to the EPA Portal

Pending Access Requests | Reguest Access to a Community | Personalize Your Portal | Portal Help | Logout
I
¢, Search | Team Resources
ii General Pages
' Iy Page Collahorative Workspace Team Resources Favorites E
EPA Emplovee Page Provides collaborative areas for teams and projects. Workspace supports o Add hew Favarites
the followwing services: contert libraries, web conferencing and calendar
Team Resources meetings, tasks, snnouncements, discussions, and messages inbox.
Refi Library = i T
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ii . Show Irito @
FOr qUestions, |\ — |cotsmus
i EPA Phone Directory
ii C O n C e r n S O r ver the Wieh and enables individuals and KRy hone Drgcto
ol collaborate with others in a seamless, Organizational Chart
P,
CO n t aCt U S Provides online discussion forums. Post messages and questions, and
share idess on a particular theme or subject.
Source and Facility
Emissions Enter Discussion
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i Infermation

Technology ComemtSentes @

Goverhance

Suppert System
Pages Site Map Contact Us Privacy & Securify Notice
Figure 2: Contact UsLink
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